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POLI CY

I ndi vidual s traveling on State business for neetings or training are expected
to stay at |odgings where the cost is within the state reinmbursenent limts as
stated in the DER Uniform Travel Schedul e Anpunts (UTSA), Chapter 228 of the
Department's Supervisor's Manual, Section 12—Fravel 1.0 (Travel and Lodgi ng
Provi sions) and Section 12—Jravel 1.2 (Maxinmum Rei mbursenment for Lodging in
Hi gh Cost Qut-of-State Cities). The maxi mum amounts identified represent

si ngl e occupancy, first class rates, without reflecting discounts. These
amounts shoul d not be exceeded except under the nost unusual or exceptiona

ci rcumst ances.

Procedures to justify approval above the limts are stated bel ow. Requests
must be approved in advance by the Division Adm nistrator/Ofice Director, who
may del egate this further. This may not be del egated further than Bureau
Directors. |If the Division Adm nistrator/Ofice Director further del egates
this approval authority, a signed statenent identifying the designee nust be
forwarded to Harlan O son in the Accounts Payabl e/Preaudit Section - Bureau of
Fi scal Services.

These procedures have been approved by the Secretary of the Departnent of
Heal th and Fanily Services and cannot be waived by any other office.

PROCEDURES

1. These procedures apply to both state enpl oyees and non-state enpl oyees
regardl ess of the source of funds (state or federal) used to finance the
trip.
If these procedures are not followed in advance, the individual wll be
responsi bl e for any costs beyond the maxi mum payabl e under the
Department rate schedule. Individual cost liability my not be required

where conpliance was attenpted, but actions beyond the control of the
i ndi vi dual precluded full conpliance with the procedures.
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For out-of-state travel, where appropriate, the "high-cost city" | odging
rate may be clainmed as listed in Section 12—Fravel 1.2 (Maxinmum

Rei mbur senent for Lodging In H gh Cost Qut-of-State Cities). A request
may be made for a "conparable city" rate if the city is not listed in
this policy and the requester, with Division Adm nistrator/Ofice
Director or del egated desi gnee approval, seeks a higher approved rate.
In order to request this rate, contact Harlan O son in the Accounts
Payabl e/ Preaudit Section - BFS at (608) 267-9301. |In lieu of a
"conparable city" rate, a higher rate may be approved under the policy
described in item3

The Division Administrator/Oifice Director or del egated desi gnee may
permt the enployee(s) to stay at a docunented conference site where

| odgi ng costs exceed the maxi mum pernitted anount if it enables the
enpl oyee(s) to gain professional benefits due to interaction with other
attendees. No additional statenment of justification is required.

Enmpl oyee(s) should include a statenent on the Training approval request

(i.e. requisition form such as "I am staying at the conference site and
request a |lodging rate, including applicable taxes, which exceeds the
maxi mum al | owabl e anpunt." The training approval signed by the Division

Administrator/ O fice Director or del egated desi gnee nust be attached to
the enpl oyee(s) travel voucher or paynent voucher when it is subnitted.

Requests to stay at a facility with a rate that exceeds the in-state
maxi mum al | owabl e rate and does not neet the criteria initens 2 or 3
must include a witten justification to the individual enployee's
supervi sor before the expenditure is nade. The justification nust neet
the criteria outlined bel ow.

a. The |l odging location is sufficiently convenient to the training or
neeting | ocation so that a net cost savings will result fromthe
i ndi vidual staying at that |ocation, as opposed to staying at a
facility priced within the maxi mum but requiring transportation or
ot her access expenses. The savings can be estimted but the basis
of the estinmation nust be described. For instance, car renta
rates, or usual taxi fares fromtravel publications can be used.

The ampunt of savings is calculated by determ ning the cost that
woul d be incurred by staying at a facility priced within the

maxi nrum but where the enpl oyee woul d have to pay transportation or
ot her expenses to attend the neeting.

Reasonabl e estinmates of savings to the state can be autonobile
rental or taxi fare, or other neeting access costs (such as
par ki ng) which would be incurred if |odging was el sewhere. A

maxi mum of $20 per day in transportation and access charges may be
consi dered reasonabl e when estimating the savings.

If alternate reasonable facilities were within close proxinty (a
city block or two), no transportation charges nmay be used in
cal cul ating the savings.
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b. The site of the training session or neeting is so |ocated that
there are no other reasonable facilities in the area at which an
i ndi vidual can stay. "Reasonable" neans a md-level rated "two or

three di anond/star" | odging establishnent. (These ratings are
found in Mbil, AAA, and Best Western tour books, etc.)

The term "not in the area" neans that the lower cost facility is a
di stance of nore than ten miles fromother facilities, or that
there is no transportation available if the facilities are closer
t oget her.

c. Speci al accommodati ons for handi capped individuals or other
nmedi cal needs nmmy be consi dered and approved.

d. Ot her very unusual and extenuating circunstances defined as trave
energencies (i.e. breakdowns or storns).

After determining that the justification neets the criteria, the
supervisor will refer it to the director (bureau/institution) for review
and submission to the Division Admi nistrator/Office Director or

del egated designee. Divisions may, at their option, have the enpl oyee
submt the request and justification directly to the Division
Administrator/ O fice Director or del egated desi gnhee.

Di vision Adm nistrator/Ofice Director or del egated desi gnee approva
nmust be in witing and attached to the voucher with the cost
justification. |If a blanket approval for nultiple enployees at the sane
site has been granted, a copy nmust be attached to each voucher clai m ng
rei mbursenent .

REFERENCES

DHFS APP Section 12—3ravel 1.0 (Travel and Lodgi ng Provision)
DHFS APP Section 12—3ravel 1.2 (Mxinmum Rei mbursenment for Lodging in Hi gh Cost
Qut-of-State Cities)
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